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The purpose of this document is to introduce you to the editing capabilities of your website.
What is Joomla?
We’ll begin with some background.

Your website is built on a platform called “Joomla.” Joomla is called a “Content Management
System” or “CMS.” It is built on this platform because Joomla makes it very easy for you to edit
your own pages and attach additional components like shopping carts and photo galleries.

Joomla is an “Open Source” program like Unix, FireFox, and others that were developed by
communities of programmers. There are tens of thousands of Joomla sites throughout the internet. If
you would like to learn more, see Joomla.org. There are some great resources here, as well, if you
would like to learn more an explore some of the advanced features.

Each page of your website has a header along the top of the page, a left margin which usually
contains a menu, and a Content area that contains the information on the page. It’s this Content area
that we will be focusing on editing.
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Editing your website

To begin:

Log into the administration area of your website
www.<Your Website Name>.com/administrator

Enter your username and password

You will see your main control panel screen (Figure 1):
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Figure 1 - Main Control Panel

We will start by using the “Article Manager” to edit pages on your website. The content area of each

page is considered an “Article”. Click the Article Manager to see a list of Articles on your website
(Figure 2).
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Figure 2 - List of Articles

Notice, at the bottom of the screen, that we are only displaying 20 articles on a page. If you have
more than 20 Articles, there will be a ‘next’ link.

Also notice that the article #9 has a green check mark in the column labeled “Front Page.” This is
the article that appears on the front page of your website. You can have more than one article on
your front page, but some additional knowledge is needed to make multiple articles look right.

Click on an article to see that page displayed in a word-processor like interface (Figure 3).
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Figure 3 - Word Processor Interface.

You’ll find this interface to be very intuitive. Hold the mouse cursor over each of the buttons for a
text description. You can add, edit, and change the page. When done, click the “Apply” button to
make your change take effect or the “Save” button to effect your change and close the editing
window.

Tip: It can be very helpful to open two browser windows on your screen; one in the editing window

and one on your actual website. After you apply a change, take a look at that page (refresh your
browser) in your website window to see the end result.
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Figure 4 - Two Browser windows open

Editing Icons.
: [E]Source [E] (2 &y [E g L & 1M @ Rl 23 E:| - |

|
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"_;] On the top row of the word-processor editing icons, note the small picture of the clipboard with
the W on it. It is labeled “Paste From Word.” If you have a document that you have written in Word
use the “Select” and “Copy” functions in Word then “Paste” with this button. This will remove the
word formatting commands that will tend to mess up a webpage. You will not be able to Paste
photos from Word. Also, the spacing of columns and many other advanced Word features will not
transfer.

] On the bottom row is the Insert Image Button. Us this to upload images to your website and
include them in the page. You can size the images and align them to the text

3 Tables. On the web, tabs, columns, and spaces cannot be used to control where things appear
on the page. If you want to make a two-column page, you need to create a table with two columns.

Advanced Users: The “Source” button will display the HTML code. This can be helpful if you are
trying to understand why a certain words are formatted differently. In addition, if you use an html
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editor like dreamweaver or are copying from another website, you can paste HTML directly into this
area.

Explore the other icons. You’ll see that many are self-explanatory.

Adding a page to your website

Adding a page is a two-step process. First you create the page, then you create a menu item that
points to that page.

Make a New Page

&)
~r

Click “Article Manager”, Click “New” in the upper right,

Give the page a Title (leave Title Alias blank). The title should be short and contain keywords so
that google knows what the page is about.

Typically, the section will be “Uncategorized.”

Add the content and save the page.
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Figure 5 - Make a new page

Add a menu item for the page
Your website has one or more menus on it.

Often, the menu on the left side is called “Main Menu” and the menu along the
Site | Menus | Content Con| top IS the “Top MenU"

— [l menu Manager

e To view your menus, put the mouse over “Menus” at the top of the screen.

EN Main Menu *

EN Tophenu *

Fitter: @ Reset]
AR o You’ll see a link for Menu Manager and Menu Trash (skip these for now), and
then listings for the menus on your website.

Click “Main Menu” and you will see something like this.

7|The Energy Grid



) View Menu ltem(s) - Mozilla Firefox |._||E|[X|
File  Edit  Wiew History Bookmarks Tools  Help

o T, =
@ — c o @ I\ hitp: fbenchmarksolar . comadministrator findes:. phpPoption=com_menusatask=viswamenutype 7.7~ ' >

|21 Mast visited

RoboForm - ;{; Logins - ;{2 ({passcards) 3 HandicappedPets @ Mark C Robinson ;ﬁ Save g Generate é

Physical Therapy for Dogs - Revere, MA | ¥iew Menu Item(s) ﬁ -

YT Joomlal' Benchmark Solar

Site Menus Content Comj; it Ext i Tools Help E_”.!Preview (- OLogout
i"_‘. Menu Item Manager: [mainmenu = { Lo e ki -I /S @ Q

Menus  Defasult  Publizh  Unpublish Morve Copy Trazh Ediit e Help

@ 1 Menu kemis) unpublished

Fittet: Max Levels 10 % - Select State - %

# F Menu ltem Default Published Orders v Access Level Type temiD
1 |:| Professional Electricians & Solar Installers In Maine W - 4 1 Public: Aricles » Front Page 1
2 |:| Science of Solar - . v 2 Public: Aricles » Aricle 2
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5 |:| Energy Calculstors - 4 5 Public: Aricles » Aricle 5
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Figure 6 - Main Menu

Note that, in this example, one item, “Home Energy Use” is not published. That means that this
entry will not appear on the menu. This is used for items that are incomplete or, for any reason, not
wanted on the menu.

To add the New Page you just created to the menu, click the “New” icon
Click “Articles” and “Article Layout”
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Figure 7 - Adding an Article to the Menu

The Title that you enter here will be the words on the button. Keep them short.

9|The Energy Grid
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Title:  New Page Button
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Figure 8 - Entering a menu item

Press the Select button in the top right and you will see a list of articles on your site. Select the New
Page you just created.
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- Select Section - % - Select Categary - %

Access

Level Section Category Date
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Figure 9 - selecting the article

Then Click “Save”

Go to your website and verify that the menu button has appeared on your menu and calls up your
new page.

Photo Gallery

Content Components Extensions Tools

™ Banner

If your website has a “PhocaGallery” photo gallery, it can be accessed ToF consrom
through the Component menu. This gallery software will allow you to S oo
add photos to your website in a gallery format. For full information on e

™ MNews Feeds

how to use this gallery, you can see {8 Procataiey | = calery

http://www.phoca.cz/documentation/category/2-phoca-gallery- & ok 8| o
component % v ol
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http://www.phoca.cz/documentation/category/2-phoca-gallery-component�
http://www.phoca.cz/documentation/category/2-phoca-gallery-component�

Basic instructions:

Start by Adding Categories:
@) solar Solutions of Florida " Administration _ Mozilla Firefox (o ) ]

File Edit View History Bookmarks Tools Help

|r c o http://solarsolutionsofflorida.com/adminis =877 « | M+ Google »p
£ Most Visited | | Getting Started =1 Latest Headlines HPets Admin #*" X-CART. Powerful PH... e
&8 v 3 solarsolutionsofflorida | £ HandicappedPets §§ Mark C Robinson  &J TheEnergyGrid  &J xNextek >

|# | NaviView-NG: Next Genera... < | () Solar Solutions of Florida ... X | _| Handicapped Pets- Dog... = | + |-

! Joormlal’ Solar Solutions of Florida

Site Menus Content | Components | Extensions Tools Help
= Banner
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5 Contacts » AN m # Hame Gl
O (N QI.E
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Add New Article Articllfd phoca Gallery | & Control Panel posr » Popular
= Pols M images b Recent added |
T & s * Menu St
!
™ Web Links. b Themes
Category Manager Media Manager Ment 4 Category Rating nager
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m f r “ Category Comments.

Image Comments
. - -
lizer Mananer Ginhal Confinuration L Users
< m | *

http://solarsolutionsofflori., > [GlPR: - @ Rank: - @ KeywordSpy| Search Here P| @ e s3rox

When we create menu items, they will point to these categories and display the images in them.

To add the images, click “New” on the Components->Phoca Gallery->Images screen and follow the
on-screen instructions to upload photos and add them to categories.

If you have the ability to FTP to your website, you can copy a number of images to a folder in the
<Your Website>/Images/Phocagallery/ area and use the “Add Multiple” button in the Images screen
to add all the photos in that folder.

Once you have the photos in the correct PhocaGallery category, make a menu item to point to them.

From the Create New Menu Item, select Phoca Gallery Category Layout
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Gallery Images within a particular
Category
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File Edit View History Bookmarks Tools Help
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Phoca Gallery Category Layout —
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Show Pagination _ =
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Link: findex.phpopti ; View) - Hide © Show

Display in: | Main Menu [=]
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Page Title
How Solar Works Digplay Category Name in
Energy Calculators Breadcrumbs
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Menu ltem Tre

¥ Parameters (Component)

¥ Parameters (System)
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Then Select the category you would like displayed when the menu item is selected.

14|The Energy Grid



Advanced Features

These areas may be explored if you are comfortable in this level of customization.

ents

Extensions

Tools He:

Customizing your template.

& nstallUninstal

= Module Manager

The look and feel of your website is determined by a template. You can modify % Pugn Wanager
your template in the menu labeled

= Language Manager
Extensions -> Template Manager.

The template assigned to your site is the one marked “Default” with a yellow star
(rt_chromatophore_j15 in this case).

{= Solar Systems International - Administration - Windows Internet Explorer

@.\-/ - @http:f,isnlarsystemslntl.Enm;‘admln\stratnr,ﬂndex.phphpt\nn:cnm_tamp\ates V| || X |phncagal\ery.cnm | 2=
File Edit View Favorites Tools Help
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Google| 8 ~ v |search - G0 - B~ B - - €9 Bookmarks~ ) Motebook | [ Find + > & - [Msignn - & -
— - —— e »
o == v[ﬁnlar Systems Internatio... ]Phuca.cz-PhUca Gallery l 1 ﬁ - B = v ik Page ~ () Tools ~
A
e d . -
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# Template Name Default Assigned Version Date Author
1 {7 beez 1.0.0 19 February 2007 Angie Radtke/Robert Deutz
2 )& Purity 120 12/268/07 Joomlart.com
 rhuk_mikyway 102 11720006 Andy Miller
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Figure 10 - Editing your template

Clicking on the template name will bring up the template modification screen.
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Modules

There may be modules installed on your page. These might appear as boxes in the left and right
columns for “Contact Us” and other information. In the example below the “Certified PV Installer”
is a module.

{2 NorthEast Solar Design - Windows Internet Explorer

6:; v [ s nesaler design com | 42| X | |phecagallery com |2

fle Edt View Favorkes Tooks Help

83 Robororm ~ 43 logins = 33 Nesolardesion | §§ HandicappedPets & Mark C Robinson 35 Save @ Generate
Google | 8 vphocagallery.com v Search - @+ B~ | B - m2- €% Bookmarks+ [l Motebook | [@ Find - Check + T autaril - > < - @eianin ~

= ~ . = - »
W [g%%[sn\arsystams International -...k__.!NnrthEast Stlar Design XI } fi - B v o v sk Page - 0 Took -

NORTHEAST SOLAR

DESIGN,LLC

Home Clients Project Gallery Resources About Us Links

e
Main Menu Lt

Professional Solar Design & Installation

Senvices for Business, Home & Village

The heart of the
solar movement . . .

. . . those who seek
to be part of the

p—
* . solution . . .
.7 CERTIFIED %,
<5 Solar PV 3
r |II5‘lﬂ||ﬂl‘57 P 3 73
g Residential

Jeff Clearwater -
HABCEP Certified Solar
PV Installer since 2003, NorthEast Solar Design - formerly Village Power Design - provides professional design and turnkey installation of commercial,
municipal, residential and “village” solar electric systems using the latest in state-of-the-art design and installation methods.
We use awhole systems design approach - balancing the technical and economic tradeoffs with the non-technical needs of the
client to ensure you get the very best system possible.

. ContactUs | Our desinn wisdam and installation exnarienca stems from auer 92 vears serving hamanwners husinesses non-orofits & L
< | &

it e nesolardesign. com; 0 ] € Internet H100% T

Figure 11 - Changing Modules

To make changes to modules, select Extensions -> Module Manager.
Selections for position (left or right) and Order (above or below other modules) control the look and
feel.

Changing the header.

To make changes to the header of your page, you will need a ftp program such as:
http:/filezilla-project.org/

and a photo editor such as photoshop.

The logo file is typically called logo.png

And resides in the folder called

Template/<your template name>/images

This varies from websites to website. Please contact the webmaster for more information.

16|The Energy Grid


http://filezilla-project.org/�

17|The Energy Grid



	Editing your website
	Editing Icons.
	Adding a page to your website
	Make a New Page
	Add a menu item for the page

	Photo Gallery
	Advanced Features
	Customizing your template.
	Modules
	Changing the header.


